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MEMORANDUM

To: Mr. Steve Shapiro, Executive Vice President AFGE Local 3331
From: Sharon L. Ridings, National Training Manager
Subject: - EPA Environmental Careers Program

Date: February 28, 2011
Good day Mr. Shapiro,

In response to your memorandum to Administrator Jackson on January 31, 2011, | respectfully submit
the following information regarding the EPA Environmental Career Program.

The Environmental Careers Program (ECP) is a two year entry level, professional employment and career
development program designed to collaborate with Agency leaders in the cross-functional skills training
of a diverse cadre of employees. Each ECP employee is hired through their home Base office in one of
the Agency’s headquarters or regional offices. Once placed in the program, the ECP employees are
funded for two years either centrally by the Office of Human Resources or through their home base
office. In both cases, after the two years, their home base offices will assume full responsibility for
reassigning the employees to new positions and funding those positions.

The ECP is one of the key components of the Agency’s Workforce Development Strategy. The ECP staff
has a strong customer service focus, who work closely with senior managers, program representatives,
and human resources professionals from across the Agency to support the ECP employee’s
development, and to continually improve the development activities included in the program.

The Environmental Careers Program was formally known as the EPA Intern Program and was renamed
during a program revision in 2008. The first class of ECP employees came on board in 2009. The EIP
program started in 1997 and 10 classes were hired under the EIP pfogram name. The combined
programs have brought hundreds of highly qualified and diverse new employees into the Agency.
Approximately half of these employees are placed in Regional offices and the rest are placed.in
Headquarters’ offices. Candidates for the program are recruited from a broad range of majors and from

- academic institutions across the United States.

The Environmental Careers Program is designed to benefit both the ECP employees and the Agency as a
whole. Each year, participating offices announce and hire individuals who will form a new class
consisting of approximately 25 to 30 participants. Training is completed over a two year cycle for each
class. There are typically two or three overlapping classes being trained at any giVen time. Training is
comprised of scheduled classroom courses that occur during the three major conferences, as well as
developmental hands-on activities. Rotational assignments are designed to enhance the employees
global understanding of the Agency’s purpose and mission, while engaging in various ECP projects such
as; group action-learning projects, e-based communication portal site design and management,



newsletter publication, conference planning, hosting monthly teleconferences, book club leadership and
other ECP related activities. Additional individual technical and cross-functional skills training can be
planned and scheduled in conjunction with individual program offices and managers. Training is
designed to help the ECP employee quickly learn about the Agency and improve their professional skills.
The employee is expected to participate fully in the ECP activities. However, as with all development
programs, it is important to note that in order for the employee to participate fully in a program he/she
must complete all professional tasks and assignments to the “fully successful” level. It is up to the home
based supervisor to address any and all performance based issues that arise while the employee is
participating in the ECP.

The Office of Human Resources and the EPA Leadership Development Institute monitors the program
classes on a regular basis. The LDI staff meets regularly with each participant, either through monthly
meetings or, when requested, one-on-one sessions) to ensure each are engaging in major elements of
the program. We defer to the employee’s home office supervisor on all non training and development
and performance issues that may arise during their tenure in the ECP.

Management of the Environmental Career Program:

¢ Annual announcement of the program is sent to each Region/Aaship to idientify who will be
part|c1pat|ng in the ECP

¢ Jobs are posted on the USA Johs website, indicating that the selected candidate wnII participate
in the EPA ECP, .

¢ Employees are selected and their names are sent to the LDI staff

e LDl staff welcome the new employee to the ECP program

¢ New ECP class members are invited to the orientation week (include program guidance
overview, various Aaships present overviews of their programs, individual development
planning workshop, team building exercises.

e ECP employees are encouraged to add elements to their PARS in order for their
supervisors/managers to track their participation in the program. The employees IDP will
include both technical and cross-functional skills training as identified as critical for the
particular position for each position. ' '

e ECP employees are introduced to graduates of the program who volunteer to mentor and offer
advise for selecting rotations and development programs.

¢ Rotations are identified and approved by the sending and receiving supervisor. Details of the
assignments are sent to athe LD! staff.

e Each ECP employee works with their supervisor to identify an appropriate leadership mentor.

e ECP employees meet on a monthly basis to discuss the books they are reading, their Action
Learning projects, Mid-Cycle planning, communications, and other related topics.

e ECP participants are asked to contribute a minimum of four hours of volunteer service to the
ECP to assist in the administration of the program.



e Mid-Cycle conference is held at the end of the first full year of the two day program. Action
Learning teams present their project outcomes and lessons learned as well as participating in .
community involvement projects that relate back to the work they are performing at EPA.

® ECP participants are welcome to contact the ECP program manager at any time throughout their
two year development experience to discuss the components of the program. We also meet
with supervisors and managers who have questions about the program to clarify expectations.

o At the conclusion of the two year program a Closing Conference is held in Washington, DC. This
session includes management and leadership training, career path planning, and a graduation
ceremony. -

s The ECP Program Manager and the National Training Manager provide opportunites for one-on-
one discussions with the ECP employee and their home base supervisor to clarify the prdgram
elements and assist in development activities as needed or requested.

Performance Standards and evaluations:

e Home base supervisors of record are responsible for ensuring that ECP employees performance
standards are prepared, discussed and agreed upon within three months of the employee’s
“entry-on-duty” date. ‘ '

e Regularly scheduled performance reviews are to be scheduled between the supervisor and the
employee to discuss progress on primary job functions as well as their participation in the ECP.

e The same protocols for developing ECP employees performance standards as for any other EPA
employee. '

e Performance standards for individual ECP employees will vary depending on their experience,
and the type of work to be performed in the home base and during rotational assignments.

e The standard PARS format is used for all ECP employees.

e AlILECP employees are encouraged to work closely with their home base supervisors throughout
the two year development experience to obtain feedback on their performance, solicit advice,
'request best practices, identify mentors, etc. '

e The ECP Program Manager and the National Training Managér provide opportunites for one-on-
oné discussions to review their ECP progress, provide guidance, and make suggestions regarding
the types of development activities that may support their development during and after their
completion of the program.







































Cc: Diane Thompson
John Reeder

Michael Goo

Bicky Corman

Craig Hooks
Nathaniel James
Carolyn Davis
Sharon Ridings
Lesley Schaaff

Ken White
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